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We trust that you all had a pleasant summer and that it was 
both productive and restful. 


I would like in this first Newsletter of the year to bring to 
your attention the various procedures required when applying for research 
grants and contracts that are to be administered by the University. 


1. URO Form 102 (Rev. 2) 


The URO Form 102 has recently been revised (and I might note a 
slight change in color!) and we would like to remind researchers that 
all applications to Granting Agencies for new or renewal funds must 
have the URO Form 102 attached. The individual researcher and NOT 
Research Services is responsible for obtaining the required signa- 
tures. This office cannot forward applications to the respective 
Agencies unless this URO Form 102 is completed and attached to the 
original grant application. You will note that the URO Form 102 
consists of two identical sheets; the top one is for the Office 
of Research Services; the second one is for your ‘Personnel File' 
in the Dean's office. No additional copies of the URO Form 102 
are necessary. 


2. Deadline Dates 


We would like to remind applicants of the Office of Research 
Services' policy regarding submission of grant applications. 


The Office of Research Services requires that applications being 
submitted to the Major Granting Agencies in particular NSERC, SSHRC and 
FCAC, be in this office at least TWO WEEKS before the deadline date. 
Applications to other Granting Agencies are to be in this office ONE 
WEEK before the deadline date. 


This lead time permits us to check the individual applications 
to ensure that they are complete, i.e., the required documents are 
attached, signatures have been obtained and that the budget is correct. 
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Deadline Dates (Cont'd) 


We have estimated that a fairly high percentage of the applica- 
tions submitted to our office have had corrections to be made to the 
budget, signatures missing, code numbers, etc. omitted. If we are to 
provide the required service to you, we need this particular lead 
time. In addition, we need at least 48 hours to ensure delivery of 
packages. We have found that week-end deliveries have proved to be 
unsatisfactory as documents have been mislaid. 


Calendar of Granting Agencies 


A year ago, we compiled a Calendar of Granting Agencies listing 
Major sources of funds for research, travel and fellowships. We have 
forwarded a copy to every Chairman and Centre Director. We would ask 
you to please consult with the Calendar on a regular basis as we are 
continually updating and revising this material. Your comments on 
improving the Calendar would be helpful. 


Correspondence with Granting Agencies 


Some of the Granting Agencies correspond with the individual 
applicants directly requesting additional information, clarification, 
etc. As you know, we keep copies of all applications on file. If you 
feel that the correspondence would be useful to complete the applica- 
tion, would you ensure that a copy is forwarded to this office so that 
we may attach it to our file copy. 


Acknowledgement Forms 


The major Granting Agencies provide acknowledgement forms. 
These forms should be completed as they are your guarantee that the 
application has been received by the Agency. When it is returned to 
you, please keep it on file in a safe place. We have had an instance 
during the past year where the Agency indicated that the application 
was not received; the acknowledgement form was misplaced and a re- 
submission was required. If an acknowledgement form is not received 
within a few weeks of submission, please contact our office and we 
shall follow it up for you. 


Delegating Signing Authority 


A reminder that on the URO Forms 101 and 102 you are asked to 
notify the Office of Research Services if you are delegating signing 
authority to others. It is important that the Financial Office be 
informed of this as well. 


Issuance of Research Account Numbers 
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As you know, when we have received official notification from 
the Granting Agency that a grant has been awarded, we automatically 
issue a research account number. If you should receive funding from 
sources other than the Granting Agencies and wish to have a grant 
account number opened, we would ask you to supply this office with 
the following information: 


7. Issuance of Research Account Numbers (Cont'd) 


(a) Copy of the application and the 
URO Form 102 (if we have not already 
received it); 


(b) Name of the Organization providing 
the funds and copy of the letter 
confirming the award; 


(c) Amount received. 


When we receive the above information, we will forward a notice 
of account number. 


8. Research Account Ledger Sheets 


This is just a reminder that when you receive your monthly ledger 
sheet regarding your research grant account, please be sure to check it 
on a regular basis as wrong charges may appear and it is easier to 
correct these when they first appear rather than several months later. 
Please call Larry Tansey (4427) for assistance. 


Office of Research Services. 


